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Introduction 
I know how it begins and I know how it should end. It is the path and direction to my 
conclusion that this project is really all about. In November 2009, the South Carolina 
Department of Natural Resources went live on the financial portion of the South 
Carolina Enterprise Information System, (SCEIS). The SCEIS system is a SAP based 
system that allows for wide transparency and web based accessibility. The system is 
now the official financial program of the State of South Carolina. The SC DNR was one 
of the few, off site trained agencies to be taught the system. DNR sent approximately 20 
staff members to this training, over the course of 3 months to SCEIS headquarters to 
learn their mapped roles within the system. Fortunately, the majority of these staff 
members became proficient in their mapped roles. Unfortunately, the agency never 
pushed any additional roles out to other statewide staff. Therefore, only a handful of 
staff currently work in the system on a day to day basis. Other members of the staff in 
Regional Hub offices are completely dependent on a small number of Columbia based 
staff to provide help, information and requested data. This dependency ties up multiple 
staff in answering very basic financial questions. My project is to create a process that 
will allow Regional Law Enforcement staff to access the SCEIS system, to view or 
inquire information on financial matters in order for them to be able to obtain basic 
information within the system to meet the needs of the division as well as requests from 
the general public . 
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How do we know what we need? 
My initial thought when we were informed that we would be doing a term project was on 
the subject of fiscal workflow and dissimulation. DNR has a great team of financial 
employees but we are limited by our centralized location and our lack of proactive 
internal training regarding the SCEIS system. While trying to decide what specifically I 
wanted to create my project on, I was slightly concerned about statistical information. 
Data gathering was my biggest anxiety. Before CPM classes, I thought data was just 
numbers and statistics. I was able to use the, "The Memory Jogger 2", to put my fears 
and concerns aside and realize that I needed to use the Flowchart, Basic chart or Force 
Field Analysis to aid me. The main goal of my data is to identify and categorize the 
needs of my field staff. I had a general idea of what I believed they would want or need 
• to see financially but I created a standard survey 1 and sent it out via email to 3 groups 
of prospective users. The first group was Business Managers within the SC DNR 
• 
agency. I felt that this group would be able to clarify and add any topics that I may have 
missed. The second group was the field administrative staff. This staff will most likely be 
the front line, active users of the process. The third and final group is the field 
supervisory staff that would request information for either their own questions or any 
requests from the general public. In between the time that this initial request was sent 
out to the focus groups, I created a Flowcharf to capture the current method for 
requesting and dispersing information from field staff to Columbia headquarters. This 
was necessary to identify the current way that information flows from Regional Hub 
1 Appendices A, Survey Request Letter- Appendices A.1 - Survey: Standard Survey Financial Needs 
2 Appendices B, Flowchart: Vendor Payment- Appendices B.1 - Flowchart Purchase Order Status 
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locations to Columbia headquarters. It also gave me great insight on how the process 
should be fashioned . 
Codes and Meanings .. 
What is SCEIS? The South Carolina Enterprise Information System (SCEIS) "is 
consolidating more than 70 state agencies onto a single, statewide enterprise system, 
built on SAP software, for finance, materials management and human 
resources/payroll."i The first step to understanding the new SCEIS System is its' use of 
transaction verbs. Unfortunately these verbs are related to the Germanic language and 
rarely have any relation to the transaction itself. That being said there will be time that 
Citrix, SAP, BEX, and ECC will be used in this project. Citrix is the program that 
accesses SAP and allows for the viewing of all material management, grant and 
• financial documentation. "Citrix is a Market-leading cloud, networking and virtualization 
technologies that are transforming how people, businesses and IT work and collaborate 
in the cloud era."ii SAP is a German multinational software corporation that makes 
• 
enterprise software to manage business operations and customer relations.iii ECC 
Production is the core financial application of the system. BEX Analyzer is the reporting 
application of the system. ECC and BEX are the two components that I will focus on in 
this project. Within ECC and BEX there are individual transaction verbs that access the 
requested financial/grant/material management information. 
Data and what it means .... 
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The findings of my survel were strong and for the most part confirmed my ideas of 
what the research group wanted to be able to access. Based upon the focus groups 
interviewed, only the people with general knowledge of the system were really 
interested in learning about these features. Some staff was satisfied with their current 
operations or were openly unknowledgeable about the questions that were asked. That 
trend in the data led me to believe that only through this process will I be able to confirm 
my notion that this can and will benefit those employees. I am additionally concerned 
that this process may not be a benefit to all employees. This concern is related directly 
to the individual employees' specific knowledge and skill set. Therefore, I realized that I 
need to amend my goal and create a simple and straightforward process manual to aid 
the staff in viewing the requested information that they identified in the survey. My 
focus is on the specific areas of the system that received the highest ratings: 
• Purchase Orders, 
• Vendor Payment information 
• Account expenditures. 
These are the 3 areas that have been identified as the most beneficial for Law 
Enforcement Staff to be able to access and view. 
What is the Plan? 
First things first, I created a checklist4 to identify all of the internal/external elements 
within DNR and SCEIS that I would have to navigate to allow access to the designated 
3 Appendices C- Table Chart: Financial Priorities- Standard Survey Results 
4 Appendices D- Checklist of Roles and Mapping Project Tasks 
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staff. Once this was completed , I cross-referenced the existing flowchart process for 
purchase Orders, vendor payment information and account expenditures. At this point, I 
was able to identify unnecessary and superfluous steps in the current process that 
could be changed. From this information, I created a new workflow plan that received 
approval from the DNR SCEIS Liaison. All access in the system is position based and 
must be approved for clearance by both the SCEIS staff and the DNR internal Liaison. 
These workflow approvals must be mapped within the SAP - ECC system for the staff 
to be able to view the transactions. The transactions that will be the focus of this 
exercise are: 
• FBL 1 N -Vendor Line Item; 
• XK03- Display Vendor: Initial Screen 
• FMRP _RW _BUDCON- Budget Consumption Report; 
• ME2N - Purchase Orders by PO Number; 
• ME2L - Purchase Orders by Vendor Number; 
Once this was accomplished, I switched my focus on what additional issues would be 
encountered and what strategic plan I would need to create in order to get the manual 
and teaching plan together. I created a project outline5 to keep my task on course and 
to clearly recognize what needs to be done from start to finish making this process 
operational. 
5 Appendices E - Project Deadline and Training Schedule for New Process 
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Costs, Time, Hindrances and Assets ... 
While I was reviewing the outline I realized that the project itself was very self contained 
due to its limited cost to the agency. The only identifiable cost to the agency will be the 
travel cost for Columbia staff to visit Regional HUB Offices across the state to train field 
staff. Only a small amount of additional funds will be used for printing materials. All 
other costs are directly related to computer equipment uses and are therefore null. The 
timeframe that I have estimated for this assignment should be approximately 6 months 
after submission of this project. This estimate was generated based upon a schedule 
that allows for training at a different site monthly. My general plan is to visit a different 
regional site each month for a one day training session that will allow for one on one 
interaction and detailed usage. I will leave a detailed manual for reference and have an 
• open door policy for all questions and concerns relating to SCEIS and ECC. 
• 
Problems/Holdups 
There will be many obstacles and opportunities within this process. Most of these are 
related to the skill set of the individuals using this knowledge. My plan is to connect 
these individuals with one another, in order to have them utilize their own strengths to 
aid each other. Having coworkers who are knowledgeable and open with their skills will 
further help and aid the integration of these procedures. This will also aid the new 
process by having the entire staff invested in each other and the success of their 
common goal. In the article, "Managing the Process, Not The Steps," states that "If they 
have a strong process management system supporting them and enabling the tasks 
Page 8 
C PM 2013 Project, Jessica Clements. SCDNR LE SCEIS Fiscal Workflow & Instruction Process 
• 
• 
• 
that they need to complete, they can get the job done effectively."iv That is my ultimate 
goal for this process. 
Process Steps and Process Management 
While I was in the midst of trying to organize my thoughts for this project, I began 
researching information of processes. How to start? Where to start? What drives a new 
process? I learned that .... "process management should drive , but not control, process 
steps."v The article from IBM focused on the good and the bad aspects of process 
change. This allowed me the upfront knowledge of what obstacles I might confront while 
constructing this process. It also helped organize my thoughts and steps for outlining 
the activities that I must complete to accomplish my goal. Based upon the specific 
guidelines given for process change and process management, I believe that this 
project highlights some features of Process Managements activities: 
• "enabling process steps; 
• creating a process design; 
• outlining process goals; 
• implementing a process management system; 
• using strategic planning."vi 
I used the first feature in stating and planning my purpose and ultimate goal, (process 
steps). Process steps are the actual tasks that must be completed for the process to 
work properly. The second feature further enabled me to clearly identify my goals 
being aware of current capabilities and limitations, (process design). Process Design in 
my project was all of the workflow and mapped out directions of how work flows 
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through the Law Enforcement Division. This tool allowed me to visualize how the 
process currently moved in the system and how to improve the route. The third 
component was the original intent of the project, (process goal). My goal was clear and 
identifiable before I even began the project. My task of this component was figuring out 
through survey, interviews and trial and error how to get there. The implementation of 
the Process Management system portion of the plan is a reporting network of the 
process. Does it work? How would we know if we succeed or not? Who are the 
stakeholders? Are the right people involved? Finally, using strategic planning I was 
able to set up this process individually and ask and receive suggestions and concerns 
from my fellow Business Managers within the Agency for any changes that may be 
needed. These elements helped me in focusing and progressing through my project. 
• Creating the Manual 
• 
After I met with the SC DNR SCEIS Liaison, I began planning the construct of the 
manual. I researched on the SCEIS web page for UPerform tools on the specific 
transactions that were previously identified. I was able to refer to UPerform6 for 
transaction FBL 1 N. vii I was unable to able to create a step by step instruction guide. 
The manual will be a general introduction for the system as well as a specific 
transaction operational tool. When attempting to create the flow of the manual, I figured 
the best way to show the transition from screen to screen was a shot of each. The 
manual7 is a screen shot of each click needed to complete a transaction. I have always 
learned better with visuals, so if I can display the actual step process I assumed that the 
6 Appendices F- UPERFORM: FBL 1 N Transaction guide 
7 Appendices G- DNR Law Enforcement Fiscal Instruction Manual 
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flow would make more sense to a novice. I plan to manage this aspect by open door 
questions/asking session and follow up through a Survey Monkey. 
Testing the Plan 
I identified a test user to try out the manual and instruction process that I created. My 
test user is an Administrative Assistant in the Columbia Office that has a knowledgeable 
computer skill set. She volunteered because she is highly interested in the system and 
what she can learn to aid her in her job. I printed out 2 copies of the manual and we 
step by step worked our way through the process. The instruction session was basically 
a how to get into the system as well as how to navigate. I went over the basic operation 
of logging into and general navigation of the system. Right off the bat, I realized that 
there are some fundamental steps that start the process that I needed to include. The 
downloading of the SCEIS Citrix links and the saving of these links either on the 
desktop or favorites list of the user's computer. These were small things but if not put in 
place and referenced, the user cannot begin the application. We continued and I 
explained the definitions of transaction verbs as well as how to save transactions into a 
favorites list. After we completed the entire manual, I requested that the user log out of 
the system and go back in and see what they were able to use. I sat there and watched 
the test subject enter into the system. I made notes8 as to what things held them up or 
what things were easily accomplished. These notes were used to make adjustments to 
the manual and instruction notes. These are the highlighted observations from the user 
testing: 
8 Appendices H- Notes with Test User 
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• The system is not user friendly to the novice user . 
• There is a need for additional spreadsheet information for ease of use for the 
beginning user. 
• The test user really appreciated the transparency of all documentation attached 
to a single transaction and took to the paperless workflow. 
• The primary concern of the test user was confidentiality of personal information 
on the vendor inquiry screens. I was able to put these concerns at ease by 
showing her the restrictions granted to the user and that she only had display 
access to this information. I learned that I need to be more in depth with the 
manual and possibly refocus my previous training to allow for more 1 on 1 
training in order to personalize the instruction for each employee. The most 
important thing I learned from the test subject is the training was the most 
valuable aspect of the session. She explained that the manual is useful and will 
come in handy. However, she gained the most knowledge from the personal 
training time and explanation of the system. 
Does it Work? 
The manual and the user access to the system seem to be a success. The test user 
exercise was perfect and allowed me to see what additional things needed to be added 
to the manual as well as my teaching notes. I do plan to extend my initial training 
schedule to allow for personalized training for each staff member. I will have to 
reconfigure my timeline as well as add additional information to the manual. It is my 
hope that all of the access granted from SCEIS is correct and that all of the staff will be 
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able to get this additional information. We all know there are times when the system has 
problems but as we encounter them we will place a Help Desk Ticket and move 
forward . I also may need to put this document into a PowerPoint presentation in order to 
train additional field staff in the future. My only concern/issues are that I will be unable to 
test this further with other staff until our scheduled teaching dates. I may send the 
information ahead of time and ask the designated staff to look over and experiment if 
they are comfortable with the process. 
Summary and Recommendation 
The conclusion of the project as well as its success is a few months down the road . I will 
say that I have worked diligently, attempting to make sure that the manual and the 
teaching instructions are as de~tailed and easy to follow as possible. I believe that the 
success of the project rests with the daily users. It is my hope that I have managed to 
deliver the information to staff members that they need and have requested since our 
conversion to SCEIS. I have two ideas on how to see if this project has been 
successful. First, I plan to create a Survey Monkel inquiry and send it out to the staff 
that received the individual training. Secondly, I plan on sending an email follow up to 
the supervisors of the staff I trained to see what, if any benefit they have seen since the 
instruction on the system. The purpose of this project was to create a resource tool that 
could aid all staff in the navigation and use of the SAP system. It is my hope that this 
tool can and will evolve into a larger aid for the SC Department of Natural Resources. 
9 Appendices I - Proposed Survey Monke 
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Appendices A 
Captains, Administrative Assistants and fellow Business Managers, 
I am in the midst of my Certified Public Manager project and I am requesting that you complete 
the attached survey. I have previously received requests and suggestions related to the SCEIS 
system. I have consolidated the listing and needs your help to focus the target area for the 
project and the LE division's needs. 
Again, the topic of my project is: Regional Law Enforcement staff currently has no access to the 
SCEIS system to view or inquire about financial matters; they must be able to obtain basic 
financial information within the svstem to meet the needs of the division as well as requests 
from the general public. 
It is my plan to establish a comprehensive plan/process for the regional staff to be able to have 
access for general functions within the SAP system. 
Please return this Survey to Jessica Clements by Fax: 803-734-7381 or email: 
clementsj@dnr.sc.gov , NO LATER THAN OCTOBER 10, 2012. 
Thank you so much for the help and encouragement in this project. 
Jessica Clements 
Business Manager 
SC Dept. Of Natural Resources 
Law Enforcement Division 
~ork: 803-734-4019 
Fax: 803-734-7381 
• 
• 
• 
Appendices A.1 
SCEIS FISCAL NEEDS IMPORTANCE SCALE SURVEY 
Name: 
Region: 
Position Title: 
For each question below, circle the number to the right 
that best f its your opinion on the importance of the issue. 
Use the scale above to match your opinion. 
Scale of Importance 
Question No Some-Not at all Not very Opinion what Extremely 
Would you like to be able to review expenditures by 1 2 3 4 category/account/fund? 
Would you like to see the current status of Purchase 1 2 3 4 Orders within the system? 
Would you like to be able to view daily available balances 1 2 3 4 within specific grants.? 
Would you like to view and monitor equipment over 1 2 3 4 periods of time? 
Would you like to be able to see if a Travel Document has 1 2 3 4 been processed? 
Do you ever need to look up a Vendor Number? 1 2 3 4 
Would it be useful to be able to see a Vendor payment 1 2 3 4 and check number for said payment? 
Do you ever need to see how much business we do with 1 2 3 4 a specific vendor? 
Would you be interested in entering your own purchasing 1 2 3 4 requisitions within the system? 
Do you ever need a financial report? 1 2 3 4 
Would you be willing to participate in on-·site training to 1 2 3 4 learn about SCEIS Procedures? 
How much would the above SCEIS items help you in your 1 2 3 4 dai ly work activities? 
Add any additional areas of need that you feel need to be accessible within your area . 
Please return this Survey t:o Jessica Clements by Fax: 803-734-7381 or email: 
clementsj@dnr.sc.qov , NO LATER THAN OCTOBER 10. 2012. 
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Appendices D 
SC DNR Law En1forcement SCEIS Fiscal Workflow 
And Instruction Process 
Checklist of Roles and Mapping 
1. Contact Liaison about the needs and purpose of the process project; 
2. Address who needs to be identified and what roles they will possible need 
within the process; 
3. Identify what transaction access needs to be given to said identified 
employees; 
4. Liaison will need to request the changes in mapped roles from SCEIS; 
5. Create flowchart as to how the new process will work and flow; 
6. Start transaction instructions for each verb and create booklet/manual 
• e Appendices E • 
Project Deadline & Training Schedule 
*****Will Send out email after the training asking about concerns and assessment of the new applications 
I 
Reviewing Columbia 
Manual & Headquarters 
completing & Region 3 
paper Training 
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Writing Paper due & 
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Appendices F 
Wf'lcome, Anonymou'> (lt)g In) 
This report is used to capture payments to a specific vendor or multiple vendors. You can run this report for: 
1. Open Items 
2. Clearecl Items 
3. Allltems 
Tips and Tricks 
This report is use:! to capture payments to a specific vendor or multiple vendors. You can run this report for: 
1 . Open lt·ems 
2. Cleared Items 
3. Allltems 
Procedure 
1. Start the transaction using the menu path or transaction code . 
SAP Easy Access 
1 1 / 0 , ,..,£'\1""" 
• 
• 
• 
t tlL l N Vendor Lme item Utsplay 
1 .. II 1" . 
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As required, complete/review the following fields: 
Field R/0/C Description 
KEYCODE R 
Example: 
FBL1N 
Click button et . 
Vendor line Item Display 
1 . _ t r _ 1 1 _ 1 1 1 1 1 A r-An 
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4. As required, complete/review the following fields: 
Field R/0/C Description 
Vendor account R 
to R 
Account assigned to each vendor. Invoices from the vendor 
and payments to the vendor are recorded in this account. Each 
accounts payable account is a sub-ledger account that rolls up 
to a general ledger reconciliation account. 
Example: 
7000000001 
Upper limit of the range to be selected from a list. 
Example: 
7000000333 
5. Click All items radio button 0 All items 
6. Click button ~­
Result 
You have display Vendor payment report. 
1 1 10 , ,..,(\1,.., 
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e Getting into the System 
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• 
The first step in this process is the initial log on into the system. The system itself is internet based and therefore 
requires an internet connection. This is advantageous because it allows the user access at all times and at any 
location. In order to begin it is necessary to go to the web site: http://www.sceis.sc.gov/, to download the 
CITRIX log in link. This link can be found under SCEIS Logins. See below: 
South Carohna Enterpnse Information System - W1ndows Internet Explorer ·:.. 151 '5< 
~ • • .,. A e .,. L ~ ••tscets 
File Edit V- F"""'"lb!s Tools H>lp 
Favcrites e curlx lUnAw - A... ". MyRM: - Pl...., L. .. • Ptp- ..- SOJ CHine .FOXNews.oom - B ... 
•South Qr-ollno En1Erpri6e lnfcrmotl ... , , Home • Relld Moll ,.. Pr1rt • Pogo· s..retv • Tools· This link will take the user to the 
~s.ppwt'T_._ 
STO~c:a..dl 
Go-Liwa201~ T-
-· 
.... _ 
.........- _ 
-
ATTDliOH: Action lll•qu•red- ..,. ... ~ ...... word lt ... t 
......... ~........,_.IDI' .................. ~--- ...... rour-
......-:~---..&otD Mm1"YMmEC?MX'Y" IDIJift,_. ....... __.. .. ,_. 
-DDnii•- .... J'OUIDr...t,...-oownpn!IIWCinl......,....~a.HIIIpo..k.ORcefOU.,.. BarB ,.........,""'c..n*"""ao.., .. .,_oc:k.:iGI'~ ... ....,...,..ona....,..,..of T ,._, t~Mh hUpi:.'M!rSCfD*"eeK'!"" 8ndOirtJl.81'1d,....,....~ 
"'.._,_,__ -C.rollllll lnterprheln~SyaWin 
The So\* C... EnllfDII&elnttlnnlllon ~ {SCSS) It c::on.olld;1ing rnor.l1an 7D ~ Jr -,_-cr-oa_g ___ IUU._'s..,j =.:..~~•YIIIItfl'l. buaon9N" eaa.nn. tDr....._ . ...,... 
--e-
• SCBSPMwad 
-T--
• a.Qe,nnetor(llt...., 
-.,...-SCH1~ 
• ., SC&ni*Jirae Toots 
• Clck-.maubmla~ 
,.que• m 1M SCOS s.ntce 
----
following webpage that lists all 
SCEIS Logins. Click on the second 
link listed: CitriX. 
· SCEIS Log~ns ~ South Carolina Enterprise Information System -Windows Internet ... _ ' _ 
After clicking on the Citrix link you will 
move to a new screen and will be prompted 
to enter your user name and password. 
.. ,. )( .... 
v 8 ... L:!ll'lc::;!lalis=- -----
Ale Edt V1ew Filllaill!s Tools Hell> 
FilllaiiEs e citrtx Xl'f>AW · A... OLM>,flM:- Pleoee L. .• Pq> .......- ..-sru O"lllne .FOXNews.rorn - B ... 
-SCEIS 
-
.... _ 
BtCB 
SCEIS Loglns 
llySCEmployoe 
(e&a; A ... ence G"*-. O'J.nglng Yow Password_.,~ IAnagemerC c-)· 4!5'Mi POF) 
(~c:.n.nh DIU P~Sd'lecUe ·CieaNslnttw~ 8DCUNw.,._ 
~KCIHII ,...,r. *'dlcl) 
Cilrlx 
Suppllo<-ReiiiOonohlpllllno-nt (IRIII 
(Ouidt Rthrence !Mde. SAW Pn.tuc:.a. 8ptefw l.Ggin - 17tldl PlY) 
I """"CTOR_GE~· J SCBS Commun-. Homo of SCBS u-Groupo 
'110-.0:IJO/ 
3 
P• 
Cltnx Access Gateway- Wmdows Internet Explorer _ 01 'X 
OC.g:JV 
• 
Ble EJ:It 'llew Fa'JQ'Ites Iools 1::1e1o 
l( FIMJ'Ites ealrlx Xen'\w-A ... 1. ~-PIIli&!L ... ·Pq>- ""SOJ()'jlne .FOXI\ews.com-8 ... 
@Oirix Aca!ss Gob!way /;ft f-tlme • R...J Moll i!IJi• P[H: • ~ • Sofety • TQlls • 
Enter this information and you will 
move to the Applications screen. 
'• . , 100'111 . 
. Citrix XenApp -Applications ·Windows Internet Explorer ~ (df 
..,. •7 A €) https 
File Edit VIew Favorites Tcols t-telp 
ecitr1x x.n~>R>-A ... '- Mj~AlM:·PieaseL. ... Pop........- '"'SCl.JChllne MFOXNews.com - B ... 
• To continue to the SAP system, click 
on the Production SAP Logon. 
J'l!fi iJ ( ~ 
OK 
• BUAnaiypt" 
0 
.. 
~•.-ca.~~. A'M1ou,...,.l.G90f1 ~ 
... ~ ~ 
• ... .....1CXl9b ... 
.!9 Once you double click on the Production SAP Logon, another smaller 
4 
Yet another screen will display, this screen is the SAP Logon PAD screen. It is again requesting that you click 
• on what you want to access. We want the PROD- ECC Production System. 
• 
• 
~- :::p.p Logon F·.~,j 710 l:.l :" n 
Double click. 
Shortcuts 1 Systems 
Descri~tion 
r~ECC Practice (QA locked) 
..CECC Training Delivery 
I For hel'p. press F1 
J System Des ... -1 
We have now entered the ECC - SAP System. The SAP Easy Access Main screen is the platform to 
view/change/inquire everything with the DNR financial. The next section will show you how to move and 
navigate within the screens of the system . 
5 
SAP Easy Access 
• ~  M• nu i II [ avorites E>lris -~.::...- =l::le-'lp:-- -::-....._._ 
8 m 0 QOOOO ~V.H~C IB:I Ie:J ®Iii 
• 
• 
SAP Easy Access • User Menu For JESSICA CLEMENTS 
[j] 1!1 [?2] ~ ~121 E!El 
"' favorrtes 
fBL1 N- Vendor Une Items 
I> [) Grants 
I> [) REPORTING 
I> [) PO 
I> [) Assets 
I> [) BUDGET 
I> [) LookUp TransactiOn 
I> [) IDT 
I> [) HR 
"' :erusiirM8nU-i'olsiiiCAruierNi'B1 
--~-·-n·-'";;iit-Miinaoems!i _________________ _ 
I> [) Atcounts Payable 
I> [) Atcounts Receivable 
I> [) Controlling 
I> [) fl General 
I> [) funds Management 
I> [) General Ledger 
I> [) Grants Management 
I> [) Project Systems 
I> [) General Fl Functions 
I> [) General End-User functions 
I> [) Human Resources 
I> [) Matenals Management 
I> [) ln¥entory Management 
I> [) Scanning 
, ,. SNC lOgon try 010 CI..EMENTSJ ~r p:SCBAOICLEMENTSJ 
------~--------
Here is an example of the SAP Easy Access home screen. This screen has many icons and folders for different 
transactions. Here is the listing of the most important and used icons in the system. 
* Green Ball with Check - Basic enter key * White menu bar - allows typed transaction verb 
* Disc - is save feature * Green ball with arrow - go back previous screen 
* Yellow ball with up arrow - Exit function * Red ball with x - Cancel Transaction 
* Printer icon- print * Screen with asterisk - Creates new session 
6 
• 
• 
Transaction Guide 
XK03 - Display Vendor - This transaction is used to look up all Vendor information. When using this 
transaction you are able to lookup a vendor by various means. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• Double click on the Prod-ECC Production System icon; 
• Once you reach the SAP Easy Access Main page click into the white bar and enter the 
Transaction Verb: XK03. Click the enter button and you will see the screen below; 
Dlspfay Vendor: Initial Screen 
~~ 
Vendor 
company Code 
Purth. Qlvan-. 
~ 
0 AIIdress 
I 0CDII1nll D Payment lransiidlons D coructPe....,. 
I C-codada 
I D Accountng inti D Payment transat11ons 
D Correspondence 
D 'M1hholding tao< 
• D Purtlulsing do1ll 
D Partner 11Jnc1ions 
----------------------------~---------------------
B 
SCB1 S1a1e of Soul\ CaroNna 
After reaching this screen you can either look up the vendor information via SCEIS vendor number 
(7 ..... .. . ... ) or you can access the search screen by clicking on the bubble. You will then see the below 
• screen that will allow you to randomly search for the vendor using different fields. 
7 
• 
• 
• 
Searchte~m 
Postal Code 
Oy 
Name When all of the information is 
Vendor 
entered, click on the green check 
Ma><inun No. ol H~s 500 
icon. The information will then be 
displayed. 
FBLlN - Vendor Line Item - This transaction is used to look up Vendor Payment information. This 
operation shows all payments that the state of South Carolina has paid to a vendors/staff. So as a user, 
you will be able to see a cumulative status of all payments to a specific vendor. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• Double click on the Prod-ECC Production System icon; 
• Once you reach the SAP Easy Access Main page click into the white bar and enter the 
Transaction Verb: FBLlN. Click the enter button and you will see the screen below; 
• Enter Vendor Account number into the white block labeled Vendor Account and go to 
the all items selection mid screen and click the bubble; 
• Click on the Clock Icon with the green check. Vendor display screen will follow; 
• This may be all of the information that you need, if not and you need additional check 
information click on the center graph button and a listing of display fields will be available 
that can custom your needs with a few simple clicks. 
8 
• 
• 
• 
.... 
Lhl Nrtl dflfl 
...... 
OOJienllems 
Openat~dail 
0CINr8d lll!lma 
Cleai'Wigdate 
Open at-,d• 
~---;-"' 
~NDrmaf llrM 
O speclai Oil..tan .. ctons o--o•--
0 cu.mmer lema 
12/2112912 
.. 
.. 
.. 
.. 
Step 2 - Results - This is all ofthe requested information about a vendor's payments. 
@' 
J.o•• J;;o ~·• e,.qs En!jn)nmenl Solln118 Sptem J:IOIII 
e m c0 e QOOOO c~~e rn11e.1 <i'l!l 
--------------------------------------------
Vendor Line Item Dtsplay 
lffii:!JW[HJ ~DO ~~~ ~~l!l !iiEJ!il ~~~~ 
Vendor 
Goopany Godo 
Na1e 
G1ty 
§ 
St ftnltlllMI!t 
; 2999 , 2989 
: 2973 
a 
a .. Account 7888852859 
Vendor 
Goopany Code 
NaiB 
C1ty 
7999952959 
SG91 
45E lNG 
CHARLESTON 
Doc~ 
34929934'9 
5788584394 
3493895279 
5798653119 
Type ~. o.u 6PD Aaount. 1 n 1 ocal cur . 
ZP 8911512912 7 ,959 .99 
RE 89/831281 2 7,959 . 99 -
ZP 111141 2812 9 ,511 . 93 
RE 191311 2012 8,511 .93-
8 . 98 
8 .00 
9 
LC\It'r tMc:~ "'*"'" Pint date 
USD 132397161 9911512812 
USD 132397161 8918312912 
USD 149843434 1111412812 
USD 148843434 1813112912 
USD 
USD 
I 
l:ll'llll doc. Text 
3482893449 
3492883449 rbg 
3483885278 
3483885218 rbg 
-
48_173219 
46_173218 
G 
B 
FMRP_RW_BUDCOM - Budget Consumption Report -'This transaction is used to show all 
• 
expenditures from a specific Funded Program, Functional Area and Fund. 'This report illustrates the 
breakdown of all charges by GL revenue and expenditure codes and categories. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• 
-.. ........ __ 
Or-"-(•) 
fluntlsC•.,._ 
Of.-..c:el 
CCimn'll&'n1ntbm 
• 
• Double click on the Prod-ECC Production System icon; 
• Once you reach the SAP Easy Access Main page click into the white bar and enter the 
Transaction Verb: FMRP RW BUDCOM. Click the enter button and you will see the 
screen below; 
1Ke1 ce> 
.. 
0 
--finWM:t.IJNn~Ar8a ~1G'> 
~c~ IIF 
- . RRIIIV- 2813 
..a...-~· 
.... 
OI'YIIIue(s) 
FundsCentw 
"'-"' 
""""'*-"-
Olftlue(l) 
·--01' ... "-"1 
funftc~Prottam 
or..._.(•> 
10 
Enter the desired account information 
to view all expenditures/revenues in 
the required field. Example: The 
Fund and Funds Center was entered. 
When you complete the information, 
click on Execute button . 
• 
• 
• 
.... 
\lartatlon: Charatl8ristlca Budget Usage Date: B1/23/2813 ~ YCE Page: 1 I 1 
G 
EJ 
~ Functional Area F1 nanc1al ftanaga1ent Area SCBI SC Fft Area Fft Pay1ent Budgllt 
~ Fund Fi seal Year 2813 Version a 
[!) Funded Program 
Fund/6roup 38350865 Functional Area/Group 
...... 
\larlalion: Functional Area 
Funded Prograo/6roup . Year of Cash Effect1Yity 
"' g_~ ftnllunll Ala l!l Pl40_003B P240 Enfortemerrt C F)!'* Cerrter/C0111tiJIHit ltao tlYa11.e.1e~ lMT'4IIt Budgat c-tt..rtiActll 
(!) P240_0039 P240 Law Enf OgW1 
- I 881 899888 ~ P240_0040 P240 Law Enf Be Ca I 882899888 
~ P240_0045 P240 Fish Regs In E 1882899818 
~ P240_0048 P240 Pal Pride .n U! 3882899888 
~ P240_0049 P240 Drews Law 4222828888 
~ P240_0050 P240 Scholastic Cia 4222838888 4225818888 l!l P240_0054 P240 Conftscatlon 9 4225866988 
[!) P240_0055 P240 OD't Exec Tear 4226826888 
i!l P240_0056 P240 CD'tBrtTeam 4318828888 
(!) P240_0057 P240 LE Aviation 4318838888 
i!l P240_0058 S1yX 4478848888 4488820082 [!) P240_03J3 P240 Co Game & Fl' 4488288888 
[!) P240_0352 P240 Games & Fish 4528818888 
[!) P240_0450 P240G JEA 4538838888 
4538188888 
4536858888 
4536878998 
5818858881 
5828828888 
5828838888 
5828858888 
5828878BB8 
58288B8B88 
51128890088 
5828188888 
mm mm mm 
r 
LOW VALUES ASSETS • (ftA) 
LOW VALUES ASSETS • (FA) 
LOW VAL ASET -CONT -FA 
FB-ACC-LOW VAL ASSET 
GAftE & FISH VIOLATION FINE 
BOATING VIOLATION FIN£ 
CONVICTION SURCHARGE 
TRAF ED PROS FEE ftAG 
• • "OTHER PNLTY , COST 
GEN CONT /DON-UNRES 
GEN OPER CONT /DON-RE 
RENT -STATE OWNED PROPERTY 
OPERATION GAftE THIEF -SISIIS 
CO NFI SCA TI ON SALE 
REFUND PRIOR YR EXPENDITURE 
ft I SC REVENUE 
PURCHASING CARD RE8ATE PROGRAft 
GALE OF VEHICLES 
SALE AGRI ftARINE EQ 
TEftP GRT -TlftE Lift IT 
COPYING EQUIPftENT SERVICE 
PRINTING BINDING ADVERTIS I NG 
PHOTO & VISUAL SVCS 
DATA PROCESS SERVICES- OTHER 
FREIGHT EXPRESS DELIVERY 
TELEPHONE & TELEGRAPH 
COftft EQUIP SERVICES 
948.97-
6,891.93 
I 6,691.93-
948.97 
48 ' 979 . 81 -
428 .91 -
34,458 .87-
168.68-
4,248 .64-
788 .88-
33,627 .88-
2, 927 .58-
3 ,954 .84-
7,238.11 -
139. 38-
38 ,718 .41-
1,532 . 75-
59,412 .88-
48,373 . 35-
14,949 .86 
11 .48-
1 ,233 .97 
688 .88 
377 .73 
293 . 79 
54 , 848 .13 
17, 952 .31 
~I ECP(1)(U10) Sl SAP.IPAPECC03 ' INS : 
G 
EJ 
m ill • 
J7 
The report shows all expenditures for the Funds Center and the specific fund requested. The totals 
of all categories are identified and for more detailed views click on designated Functional Area or 
•fUI'IdlonaliltiH 
@) P240_1103&P240E~Opem 
(jl P240_0038 P240 LHEdOgllf'rupW 
1!1 > ~ 
Iii P240_0045P240f'-ftR~~gSinEROf ~ 
li) P241UJ041P240 Pa1Pitde.IU.T 
(ll P240_0041 P240 o .... law 
I! P240_0054 P240 COI'Iftl ctlllon B•ll• 
(j) P240_D055Pl4GOcwe.t T..n 
Iii P240_0058 P240 CIMIItT•~~m 
[il Pl-10_0051 P:iiO U:.....,.. 
(il P:i40_0059 6\111 
lll PU0_03lJP14G COGimef.flstl 
ll) PltO_OMlP1400MIH&fbherln 
Iii P140_e.t51 P:i400~ 
._. ..... 
""' 
r1n-.ncul ftllnllgnellt Arn &W1 5C r11 ArA 
F1SCI1 TI .. ,, 
Fund/61"~ 
·-
Fundld Progra./6r0UC1 
,..~~t-.Jta 
431~ tiEJI (ftR CDifftat..JI( 
P2t8C88118 AORUIJSTR~TIOI 
•• FuctrN:••trt• 
click on individual 
Commitment Item GL. 
111111128'13 
-· 
, t , .. __ Here is an example: 
Vert 1on • 
FWI'Ct1ont1 .,....llir~ P218_8848 
T11r of CHJI £1fiC\h1ty 
,, 
..... 
II I I ,,888.88:1 1 ,181.98-1 ...... How much Budget is available 
in the Law Enf SC Cadet 
A cademy- P240 _ 0040 
FunctionalArea? $1000.00 . 
11 
ME2N- Purchase Order by PO Number - This transaction is used to look up and display Purchase 
• orders listed by Purchase Order Number. It is a really good tool to use if you need to review prior ordering 
data and view current status of Purchase orders through the system. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• Double click on the Prod-ECC Production System icon; 
• Once you reach the SAP Easy Access Main page click into the white bar and enter the 
Transaction Verb: ME2N. Click the enter button and you will see the screen below; 
m 19 C0 8 Q 
P chas tng Documents per Document Number 
~~~~ Choose ... I 
Purthasing document @ 1D 
Purchasing organtzatlon 1D 
Scope ofUsl ALV 
Selection Parameters !D 
Document Type 1D 
Purchasing Group 1D 
Plant 1D 
Item Category 1D 
• 
AccountAs~gnment Category 1D 
Dell<!nyData 1D 
VoU~IIy_Koy Data 
Range orcowrage to 
Vendor 1D 
Supplying Plant 1D 
Mata~al 1D 
Malarial Group 1D 
Document Date 1D 
lnlom. Article _No. (ENIIUPC) 1D 
Vendor's Material Numbar 1D 
Vendor Subrange 1D 
Promotion 1D 
Season 1D 
Season Year 1D 
Short TOld 
VandorName 
h 
Once you have reached this screen, enter the Purchasing Document number: (46 .... ). When this is 
complete click on the execute button and another screen will appear with the overview of the 
Purchase Order you requested. See Below . 
• 
12 
• 
• 
~ .llolo 111.,.. En»ronmant l!otllnga ~m ttalp 
e 0 e 900 
urchaslng Documents ll'V Document Number 
~ ~~l'!J ~~ ~ ~~\!j~§J!i ij~~ .. \ PnntPmtow \~~ 
46002211020 10 
4600226020 2() 
ZSTO 744 011000013 7000037741 DELUWlKETlNG LP 
ZSTD 744 011000013 7000037741 DEU MNlKETlNG LP 
"'pllplax701 0 DT per quote 
PCI Sound cant PNM2025741 
20410 1>. NR01 
20410 1>. NR01 
lmmc=~~~~==========~~~~===-_. ...... ~ .. ~~-. .. mm <. IAPIII'If'ECCOl IN8 ... a. 
When this screen appears, click on said Purchase Order number and yet another screen will display . 
f.~~ase Order f.Oit .Qoto Ef¥ronment Systi!Jm t:lelg 
19 e 0 e aoo 
j Document OvvMow On JJ Document O.Orviow Ofr I [Q] ~ 
(ii ~- state standard PO !I .t688226929 Vendor 
{IJ Header 
700()037741 DELLMN=lKETINO - Dot.dlda 81/80/2813 
I'"' B.. lm "I - PO Quantity 0 ... ldOelrt. Data Net Prtca Curr... Per o... MaU oruuo Pint J:J 
-<lpUglu 701 0 OT per qu _ 6EA D 91115/2813 889 . 95USD 1 
PCI Bound Card PNM.lO ~· 6EA D 9111512813 17 . BBUSD 
[E1tam (10J"'pllpiOX7010DTperquoto --~~-
- Dala !)~ 
T m· Oistr1bUion Olstrtb. on quannty basis ·m Co Code Slate af SouL id 
ParUallrw. Dlstr1bute in Se!uenc:e • 
8 .. 8 .. Quantity Perce CostCtr Oll...Actt SusAI.Order IAsset SNo. IWBSEiemant CommitmeniFundsctr FuCll 
1- 12 
1
1 
.. 9
9
9
9
9
9 
16.7 P249C09019 1991999999 P240 298099145112 9 5293999098 P249C88818 38~ 
18.7 P240COBB1 B 1991899898 P240 2988881-i-5173 B 5203998980 P24BC9991 B 30 
1- 3 1 . o8e ~: . ; ;~::::~: ~ ::: :::::: ~:: ~:::::: ::: ;: : :~:~:::::: ;~:::::: ~: i 
1-
4 
: • :: 16 . 1 P241lC88919 1891999989 P248 299898145116 9 5293999899 P249C98818 39 G 
1- 1.988 16 .7 P249CBB919 1991999989 P249 299988145117 B 5293999998 P248C9BB18 39 01 
mmc=~~==========================~============================~mm 
181WI"'l 
.'7 
• ** This screen displays all information of the PO. Account status, Delivery, Payment & Assignee. 
13 
ME2L - Purchase Report Processing -Purchase Orders by Vendor - This transaction is used to look up 
and display Purchase orders by Vendor Number. This action is really beneficial if you are looking for 
historical data about vendor use and past ordering history. It is also helpful to track how often and how 
much money we spend at any given time with a particular vendor. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• Double click on the Prod-ECC Production System icon; 
• Once you reach the SAP Easy Access Main page click into the white bar and enter the 
Transaction Verb: ~E2 
Purchasing Documents per Vendor 
~ m I Choose ... I 
Vendor 
Purchasing Organization 
Scope ofUst 
Selection Parameters 
Document Type 
Purchasing Oroup 
Plant 
Item category 
Account Assignment Category 
Deli'feryDate 
Validity Key Date 
Range of Coverage to 
Document Number 
Ma18~al 
Material Oroup 
Document Dale 
Intern. Article No. (EANIUPC) 
Vendor's Material Number 
Vendor Subrange 
Promotion 
Season 
Season Year 
Short Text 
Vendor Name 
p0046290 ·~ 
ALY 
Click the enter button and you will see the screen below; 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
to 
Vendor numbers always begin with either a (300 ... .. ) internal vendor or a (700 ... . ) external vendor 
number. Enter the vendor number and hit the execute button. 
14 
• Once the transaction is complete the following screen will be displayed. This screen shows the overview 
of the ALL Purchase Orders by the requested Vendor. 
• 
• 
Purch;t nu Documents ~ Ve~tdCK 
~ ~~~ :a::~ -a 11 ~ a ~ ~ 1111 -- :a 
-·- j.....,DOCJ"'-Jl't ... looc. DOJ....,q PO< !DtA!euo!QUdiloUij. •oo iilk3Ciiij•-1 ... !- l 
Gi .. --700002.f792 BIME WCC' • ........ 511 USD In order to view all purchase 
orders you will need to click 
on the drill down icon that 
resembles a white funnel. 
Here is the detailed Von--...,. )...--.Oac.J ..... Jl'/ ... JOG<. Da..JShoiiT ... jPOr jOjAjSUIC jQiJOiilli!OIJi!• Nolprtcojclii!P ... jPinljTrKWnaNo l 
i} ··~-7000024792 S&ME ... ~ 
screen of all purchase 
orders for the requested 
vendor. 
Select on the specific 
purchase order you 
want to view and it will 
display . 
4600172710 
4600172710 
4600193737 
4600193737 
4800193737 
4600224997 
10 ZB ..• M121112 ... SCllN. .. 741 S K 0001 
10 zs ... 05121la._ SCON .•. 141 K 0001 
10 zs._ lB'I412 ... FIMCIS ... 744 K 0001 
20 ZS._ 0811-412. .. Ha:zmat. .. 7U K 0001 
30 ZB ... 0811412 . Hazmat- 744 K 0001 
10 ZS ... 01J0412 ... OtiS~~'¥ ... J.C1 L P 0001 
15 
......... IJSI) 
IID.O HR 65.00 u ... llfl N ... 20004051 ... 
60.0 HR 65.00 u ... llfl N .• 20004051 ... 
1 EA 530.00 u ... llfl N ... 2000U30 ... 
13 EA 10.00 u .. llfl N. .. 2000U30 ... 
l EA 85.00 u_ llfl N ... 20004430 ... 
1 AU 4,tt5.so u_. N. .• 20005001 ... 
• 
• 
• 
I IE' ~ 1':'1\ L Order J;dlt .Q.olo E~ronment ~ Help 
e m 19 e 0 e ~oo ~1;2] ®l (ll 
[g State Standard PO 4600224897 Created by MARY MONTS 
" 4689224897 Vendor 
Short Text PO Quantity 
Observation services for _ Constructio _ SC Dept of Nat R• 0 
B 
B 
~--- g)_~r-_r--~----_----~----------~--~--------~--,IIlill 
~ IIIIi$! II dk Lllct:_J)81 ll11"'1 I [ai Addl Planning 
Doaille!'¥ Schedule l!WO!t& Conditions 
I AccAssCat f!'.l?i~~!i 
Unloading Point 
l!l DlstrtbuHon Single account assignm _ CoCode State of SouL m 
Recipient INGLE hi 
GIL Account 5B7121BBBB 
CO Area scat 
Cost Center P24BGBBB1B 
Order 
WSSEiement C.P24B . BB23 . AABBB 
Fund 39878818 Grant NOT RELEVANT 
Functional Area P24B_B7BI 
Funds Center P24B6BBBIB 
. I> j ECP (1) (01j Sl iliii"VV¥oPECC02 JINS I ~ 14 
BEX - Display Open Purchase Orders - This function is different that all others in the manual. This 
function is in another Citrix Application on the Main page. The application BEX is the reporting module of 
the SCEIS system. You can access and pull many different kinds of information from this function. We 
will focus our sights on the Display Purchase Order task. 
Enter the system using Citrix and proceed to the Production SAP Logon; 
• Double click on the BEX Analyzer icon; 
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• 
- - -~ --
;: Citrix XenApp- Applications- Windows Internet Explorer 
• +,_ X e htJps SC.QQ\1 P· 
File Edit VIew Favcrites Tools Help 
Favcrltes e Cilrix XenAw - A... @.. MyfBIIfC - Please L.. . • Pq:l server ,.., SOJ Olline lfl FOXNews.com - B ... 
e Cllrix Xef1Aw - Applicaticns 1 1-'ome • Rea::l Mail il!Jl Print • P8Je ""' Safety • Tools .... 
p 
Main 
0 
Onb&se Full Oient -
Production 
IBEX Analyza'" i 
Practice SAP Logon Production SAP 
Logon 
Hint Clkk Disconn«t to pNSe any running resourcO< started from this computer. X 
0 
.. 
Training Onbase Full 
Client 
Training SAP Logon 
~ Trus1Bd sites 
> 
NOllCI: . -
• 
This computer system is the property of South Caro6na State Goverrvnent 
and may be accessed only by authorized users. Unauthorized use 
of this system is strictly prohibited and may be subject to criminal 
prosecution. This computer may be monitored for any activity or 
communication on the system and any information stored within the 
system may be retrieved. By accessing and using this computer. 
you are consenting to such monitoring and information retrieval for 
law enforcemert and other purposes. 
Users shoUd have no expectation of privacy as to any communication 
on or information stored within the system. including information stored 
locally on the hafd drive or other media in use with 
this unit (e.g., floppy disks, PDAs and other hand-held per~als. CO-ROMs. 
etc.1 
OK 
Once you double click on the Production SAP 
Logon, another smaller screen will appear. It is 
requesting an OK click. This prompt is a warning 
about using the State of South Carolina computers 
and prosecution if misused. Click Okay . 
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Secunty Warning '. 
' 
"M: \program files (x66 )\sap\frontend\Bw\sapbex. xla" 
contains macros by 
SAPAG 
A certificate (signing or issuer) has expired. 
Then you will be directed 
Details ... 
to a Security warning 
screen. Click on the 
Enable Macros button. 
Macros may contain viruses. It is usualy scie to disable macros, but if the 
macros are legitimate, you might lose some hn:tionality. 
I C::::::~!i.~}~~!~~::::::::JI __ E._nable __ Mac_ r_os _ _. ___ More __ Info __ __. 
You will then enter the search screen. It is set up as an old 
version of Excel. Click on the open folder and choose 
Queries from the drop down menu. You will then move to a 
' I 
SAP logon ' 
System I Group I Server I Advanced I 
~ BWX · Sandbol< Enhancement System 
C{ji DEV · B\11 Development System 
• SAP Logon Screen. Select the PROD - BW Production 
System click OK. 
(ijii DEV5 · B\11 Prod Support System 
~ F'ROD · 8\•/ F'roduct1on Sy~tern 
Clji QA- B\11 Quality System 
Clji QA5 · B\11 Prod Support System 
,..,.. .. 
r Use Selected System as Deiaul 
.... 
OK Cancel 
Another screen will appear and ask for correct user data. 
UserData----------------~ ~------~ 
OK You should enter Client # 1 0, your specific U semame 
Client 
Cancel 
and password. CLICK OK. lcLEMENTSJ User 
Password 
System Once you set this up you will never have to do again. 
Language 
Password The next step is selecting the report. 
• 
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When the SAP BEX: Select Query comes up you will need to enter the following to be able to access the 
• Open Purchase Order Report: ZFI ZPU 030 00002 . Once the verb is entered click and select. 
• 
• 
~. SAP BEK: Select query I - ID I~ 
Favorites D IW I ~IIE 
Descr~ion I Technical Name I 
~ I - ~ FaYtries SAP_B'w'_FAVORITES_ 
Histoly I 
· air-·-··· -···----·-------· -------·----·-·--
'· i __ 9pen E~ance ~~~. _. __ _?fl_ZPU_O:Jl_QIXXJ2 -------· 
[!] 
Favorite$ 
[j I 
Rom 
• I I .!.1 
D~ J Technical Name I open Er£Urbance Report 
OK 
The search Screen looks like this: 
---------------- ----------------------------------~0 / 
Fiscal Year (Single Value-
Requirec!) (") 
Ending Period (") 
Business Area 
Fund 
Funds Center 
Key Date of ~ing (Posting Date) (") 
Grant Number Selection 
State Appropriation 
Functional area 
Non Statistical Po stings 
X Cancel (F12) 
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You must fill in Fiscal Year as well as the search information. For example: I want to see how many 
• Purchase orders I have outstanding for a specific fund, 32850001. I enter the number in the fund field and 
hit the execute button. The report runs and this is the display of the finding. This is in Excel format and can 
be manipulated as such. 
8 Mocrosoft f><cel - Book2 _ l a l~ 
Type a q.JeStion for help .... _ " x 
iJ W cO .J o:J 111 -i.t ,l! • • !t E • U Ml ·~ ·; Aria! "" 10 "" B I Il ~ w ;;j f!1 [E • • ,A • 
eQ 61+ ~~~ ~ e ~ 137?., 
046 
A 8 c D I E I F I --' 
_19 tBusines-s area 
-
-- - --
.!J 
20 PostinJI Date calc 
21 Fund 
22 Funded Pro~ram 
23 Funds Center 
24-! Commitment item 
25 Commt/A<tual Detail 
26 ! Reference Doc. No. 
27 Posting date 
213 Vendor 
29 ' 
3J Business area DEPT OF NATURAL RESOURCES I 
31 Posting period <= 16 I 
32 Fiscal year 2013 I 
• 
33 Commt/Actual Detail Parked Fl Document Funds Block, Funds Reservation , Purchase Requisition , Purchase Order 
34 FM area SC FM Area 
J:i Stat key figures Not assigned 36 Fund 32850001 
37 Posting_ date <= 1/2412013 
33 Application Module ( Fl MM 
39 
40 1 Business area Fund Funded Program Funds Center Commitment item Cc 
41 P240 DEPT OF NATURAL RESOURCES 32135(0)1 P240CIXOiO 0038 P240co:m:J 5150011lll3 FL 
42 ! 32135(0)1 P240Cllll1 0 0038 P240COC(J10 !Jlt2llJ!iODJ FL 
43 32135(0)1 P240COC(J1 0 0038 P240COC(J10 5020121llll FL 
4-4 32135(0)1 P240C0003J 0038 P240C00030 50214500ll P< 
45 503J010DJ P< 
-4Sj 5033040DJ P< 
~? Overall Result 48 
--' 49 
.... ~. H \_Sheeu£~!fL~t3 - ~ I j •Jr 
This report is really valuable to the regional staffto be aware of what they have outstanding as well as how 
much of their budget is tied up with purchase encumbrances . 
• 
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Conclusion 
I hope that this manual will serve as a reference and staring point in the SCEIS system to all 
users. I have tried diligently to make this instruction booklet as easy and understandable as 
possible. The system itself is a beast that will take time and practice to fully appreciate. 
Please feel free to contact me with any questions or concerns with either the material in the 
booklet or the use of the system. 
Thanks, 
Jessica Clements 
Business Manager 
SC Dept. Of Natural Resources 
Law Enforcement Division 
VVork:803-734-4019 
Fax: 803-734-7381 
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SCEIS On Site Training Survey 
Appendices I 
1. What did you like most about the SCEIS System ECC access training? 
2. What changes would most improve the presentation of the information at the 
SCEIS ECC training? 
3. What do you like most about the new SCEIS system? 
4. What did you learn that will be the most benefical using the system, in your day 
to day operations? 
5. How likely will you be to use the new access in the SCEIS system? 
0 Extremely likely 
0 Very likely 
0 Moderately likely 
0 Slightly likely 
eJ Not at all likely 
6. If you are not likely to use your new access, why not? 
6 Do not need this 
0 Do not want to learn to use it 
Satisfied with what is currently available 
Cannot understand/comprehend 
Not willing to learn 
http:/ /www.surveymonkey .com/s.aspx?PREVIEW _MODE= DO_ NOT_ USE_ THIS_ LINK... 1/1112013 
• 
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[SURVEY PREVIEW MODE] SCEIS On it Training Survey 
Other (please specify) 
7. What would make you more likely to use this new system? 
8. Was the individual instruction of this new system helpful and useful? 
Extremely important 
0 Very important 
0 Moderately important 
0 Slightly im.portant 
Not at all important 
Page 2 of3 
9. Overall, are you satisfied with your experience using the new system, neither 
satisfied or dissatisfied with it, or dissatisfied with it? 
0 Extremely satisfied 
0 Moderately satisfied 
0 Slightly satisfied 
I Neither satisfied nor dissatisfied ~· 
~ Slightly dissatisfied 
0 Moderately dissatisfied 
Extremely dissatisfied 
10. How likely would you be to recommend the training session and the new 
system itself it to other users? 
Extremely likely 
-
1 • Very likely 
() Moderately likely 
Cl Slightly likely 
· ' Not at all likely 
Su mil response :.• 
http://www.surveymonkey.com/s.aspx?PREVIEW _MODE=DO _NOT_ USE_ THIS _LINK... 1111/2013 
[SURVEY PREVIEW MODE] SCEIS On Site Training Survey Page 3 of3 
Powered by SurveyMonkey 
Check out our sample surveys and create your own now! 
• 
• 
• 
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